
 

 
 

Contact Info for Special Events Ad Astra Room Booking Assistance 

Ruben Gonzalez, Sr. Associate Dean of Students / Director of Event Management 

(718) 489-5215  

rgonzalez132@sfc.edu 
 

 

 

 

 

Ad Astra Request Room(s) for an Event 

Step-by-Step Procedure: 

Step 1: Visit the SFC homepage (sfc.edu) and under “Student Life” select “Campus”. Once 

on the “Campus” page, scroll down to “Special Events” and select “Book an Event at SFC”, 

then select “Request Space”. This will direct you to Ad Astra.  
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Step 2: Select “Events” from the top left corner than select “Request Event” 

 

 

 

 

 

 



 
 

Step 3: Click on the drop down menu to select which type of event form. (5 

options available) 
 

 

 
 

Step 4: Fill out all the required contact information. 

 



 
 

Step 5: In “Event Info” click on “add meeting”. 

 

 
 

 

 
  

 
 
 

 

 
 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
  

 



 

Step 6: After the meeting is added, click on “Assign Rooms” 
 

 

 
 

 

 

 

 

 

 All of the available spaces will be shown. The circle which the red arrow is pointing to will 
 

  



 
 

Step 7: Fill out any required information, which will be marked with an *, and any additional 

information regarding your event in the following sections: Event Communications and 

Promotion and Setup/ Logistics Information 
 

 

 
 

 

 

 

 

 

 

 

  

  

Step 8: Click the submit button. Once completed, the following screen will confirm the request has been processed. 

 

  

 

 

An e-mail correspondence will follow. 
 

If you have any questions, do not hesitate to contact the office of Special Events (718)489-5271 

events@sfc.edu 
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